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Readers  responded  enthusiastically  in  the  contest  asking  for  their 
favorite  business  slogans  or  proverbs,  and  the  Bulletin  mailbox 
overflowed  with  words  of  wisdom  to  help  office  women  over  any 
rough  spot  during  the  day.  After  much  deliberation,  the  judges 
agreed  that  the  most  constructive  idea  was;  "Don't  find  fault, 
find  a  remedy." 

This  is  the  motto  of  Weber  Showcase  &  Fixture  Co.,  Inc.,  where  it  is 
posted  on  all  the  bulletin  boards.  It  was  submitted  by  Miss  Myra 
Ackerman,  secretary  to  Mr.  lack  D.  Burden,  manager  of  Weber's 
dealer-distributor  division,  in  Los  Angeles,  California. 

Miss  Ackerman  has  won  the  first  prize,  an  Easter  bonnet,  donated 
by  the  Millinery  Institute  of  America.  Mr.  Bill  Riemer,  executive 
director  of  the  Institute,  will  arrange  for  the  winner  to  select  her 
new  hat  at  a  local  store. 

Choosing  the  hat  may  take  as  much  time  as  it  took  the  judges  to  pick 
the  winning  slogan.  Many  fine  guotes  were  submitted,  and  some  of 
the  "runners-up"  are  printed  below.  More  words  of  inspiration  will 
be  published  in  future  issues,  because  readers  said  that  they'd  like 
to  see  the  pet  proverbs  of  others.  Each  contestant  whose  entry  is 
printed  will  receive  a  copy  of  the  Secretary's  Service  Chart. 

Mrs.  Emmalene  Ennis,  secretary,  millwork  division,  Dierks  Forests, 
Inc.,  Hot  Springs,  Arkansas,  passed  along  this  cheerful  saying, 
"Don't  worry  if  all  your  dreams  don't  come  true;  neither  do  your 
nightmares." 

Another  reader  who  doesn't  believe  in  being  a  worrybird  is 
Mrs.  Glenna  Baker,  key  punch  supervisor,  statistical  department, 
Ohio  Farmers  Companies,  Le  Roy,  Ohio.  Her  antidote,  from  the 
Akron  Beacon  Journal,  is:  "Worry  takes  up  just  as  much  time  as 
work,  but  doesn't  pay  as  well." 

The  positive  approach  is  also  advocated  by  Mrs.  Caroline  M. 
Maultsby,  file  clerk  and  general  office  worker,  Brunswick  Electric 
Membership  Corp.,  Shallotte,  North  Carolina.  Her  favorite  guote, 
which  appeared  in  "The  Upper  Room,"  a  Methodist  Church  publi¬ 
cation,  is:  "Blessed  is  he  who  knows  what  must  be  done,  but 
twice  blessed  is  he  who,  knowing,  gets  it  done." 


(or  thereabouts) 


CopyriKht,  1981 
The  Partnell  Coi'i)oration 
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One  of  the  greatest  obstacles  to  success  is 


Where  Do  We  Go  From  Here? 

Some  time  ago,  we  asked  members  of  the  Readers 
Panel  what  they  expected  to  be  doing  2  years,  5  years, 
10  years  from  now.  More  than  80  p^ercent  of  the  office 
women  who  replied  had  ultimate  goals,  and  many  had 
definite  ideas  about  how  to  reach  them.  For  example, 
the  majority  were  attending  night  school  or  had  em¬ 
barked  upon  private  reading  or  study  programs. 

One  of  those  who  listed  no  specific  goals  remarked, 
"The  thought  hadn't  occurred  to  me,"  but  she  in¬ 
tended  to  set  a  goal  and  shoot  for  it.  If  you  haven't 
charted  your  course  for  the  future,  the  ideas  of  the 
panelists  may  help  you  follow  suit.  Even  if  you  have 
established  a  target,  their  plans  should  be  interesting 
for  comparison  and  added  incentive. 

In  any  case,  it  pays  to  take  a  good  look  at  where 
you  stand  and  to  appreciate  what  you  have  achieved. 
From  that  vantage  point,  you  can  size  up  the  oppor¬ 
tunities  in  your  present  job  and  field. 

Thinking  about  goals,  one  woman  decided  that  she 
is  happy  where  she  is.  "I've  worked  for  25  years,  am 
an  executive  secretary,  like  my  job  and  my  boss,  and 
make  good  money."  Another  hoped  to  "master  my 
new  job  and  make  good.  After  that,  I  look  forward  to 
peficdical  increases  rather  than  promotions." 

A  woman  who  is  contented  with  her  work  ex¬ 
plained,  "Advancement  is  possible  but  indefinite.  I 
do  a  variety  of  tasks  and  would  be  satisfied  to  remain 
even  if  not  promoted  to  the  next  step,  work  that  pre¬ 
viously  has  been  considered  a  man's  job." 


FROM  NINE  TO  FIVE  By  Jo  Fischer 


“If  you’re  not  doing  anything,  how  can  you  tell  when 
you’re  through?’’ 


Two  women  had  reached  their  short-range  goals 
and  were  taking  a  breather  before  surging  onward. 
One  such  project  was  passing  the  Certified  Profes¬ 
sional  Secretary  exam  sponsored  by  The  National 
Secretaries  Association  (International) .  The  other 
panelist  had  reached  her  first  milestone  when  she 
became  an  executive  secretary. 

Some  panel  members  have  hitched  their  wagons 
to  intriguing  stars  that  are  not  far  afield.  One  wants 
to  be  secretary  to  the  vice  president  of  industrial  re¬ 
lations  in  her  company.  Ultimately,  a  records  analyst 
should  be  an  expert  in  her  field.  Her  goal  is  to  "learn 
everything  I  can  about  records  management." 

One  secretary  foresees  that  her  boss  may  run  for 
Governor  four  years  from  now.  "If  he  runs  and  is 
elected,  I  hope  that  my  brushup  courses  will  enable 
me  to  apply  for  the  job  as  secretary  to  the  Governor." 
A  woman  who  has  reached  the  top  as  a  secretary 
commented  that  "it's  a  very  satisfactory  place.  The 
next  step  is  to  be  relieved  of  secretarial  duties  and 
serve  as  a  staff  consultant  in  secretarial  procedures." 

A  switchboard  operator  plans  a  logical  transition; 
she  hopes  to  become  a  PBX  customer  instructor  for  the 
local  telephone  company,  "I  expect  to  be  able  to  do  a 
good  job  in  a  field  I  sincerely  like,  in  five  years." 

When  the  immediate  possibilities  are  exhausted, 
some  panelists  will  enter  different  lines  of  endeavor. 
A  Canadian  said,  "I  have  the  second  best  job  in  the 
city.  Naturally,  I  want  the  best — and  I'm  preparing 
for  it."  Two  women  want  to  become  teachers.  One 
wants  to  teach  grammar  school  or  physical  education. 
The  other  has  a  second  goal;  to  be  a  professional 
organist  after  school  hours.  In  10  years,  one  panel 
member  hopes  to  "work  full-time  for  my  political 
party." 

Independence  is  the  object  of  two  women  who 
want  to  go  into  business  for  themselves.  One  of  them 
is  investigating  different  fields  now  and  intends  to 
switch  over  in  1970.  The  other  has  picked  her  field. 
Her  husband  sells  real  estate,  and  they  plan  to  go 
into  that  business  full  time. 

Whatever  the  ambition,  panel  members  showed 
that  they  have  backbones,  not  just  wishbones.  Most 
are  making  strides  toward  their  hearts'  desires.  The 
majority  felt  that  doing  their  best  in  their  current  jobs 
is  the  soundest  preparation  for  reaching  the  long-term 
goals.  They  know  that  work  is  a  lot  more  rewarding 
when  you  have  a  definite  destination  in  mind.  As  the 
Cunard  Line  says,  "Getting  there  is  half  the  fun." 


Editor's  note:  If  you  have  a  guestion  or  subject 
you'd  like  to  see  discussed  in  the  Bulletin,  please 
send  your  suggestion  for  a  survey  topic  to  the 
editor.  We'll  get  the  opinion  of  the  Readers  Panel 
and  publish  the  results  as  soon  as  possible. 


a  man's  inability  to  put  first  things  iirst-^WM  s 


What  You  Should  Know  About 
Taking  Vitamins 

Last  year,  Americans  spent  about  $400  million  on 
vitamin  supplements.  Many  office  women  take  vitamin 
pills,  and  some  wonder  about  their  vitamin  require¬ 
ments  and  how  to  get  the  most  benefit  from  these 
supplements.  Here  are  some  common  questions  about 
vitamins  with  answers  provided  by  Vitamin  Special¬ 
ties  Co.,  Philadelphia,  Pennsylvania. 

1.  How  do  you  know  if  you  need  vitamins? 

Your  family  physician  is  the  one  to  answer  that 
question,  on  the  basis  of  your  eating  habits,  activities, 
general  health. 

2.  Do  vitamins  add  to  your  weight? 

No.  Calorie  content  in  vitamins  is  low.  In  fact,  many 
doctors  recommend  a  vitamin  and  mineral  supple¬ 
ment  when  a  person  is  on  a  low-calorie  diet. 

3.  Should  vitamins  be  refrigerated? 

It  won't  hurt  them,  but  they're  just  as  safe  in  any 
cool,  dark,  dry  place.  Keep  the  bottle  tightly  stoppered. 

4.  Do  vitamins  lose  their  potency  on  standing? 

If  the  vitamins  are  properly  stored,  the  labeled 
strength  should  be  maintained  for  at  least  a  year. 

5.  What  is  the  best  time  of  day  to  take  vitamins? 

Unless  your  doctor  recommends  a  certain  time,  re¬ 
searchers  suggest  mealtime,  preferably  breakfast. 
Most  people  eat  their  morning  meal  at  a  regular  hour, 
and  there  is  less  chance  of  forgetting  to  take  the 
vitamins. 

6.  Are  natural  vitamins  better  than  those  prepared 
from  synthetic  sources? 

Natural  vitamins  are  derived  from  living  sources— 
plants,  animals,  etc.  Synthetic  vitamins  are  prepared 
from  chemical  compounds.  Both  kinds  act  in  the  same 
way  in  correcting  vitamin  deficiencies. 

7.  What  factors  does  your  doctor  consider  in  choos¬ 
ing  the  proper  formula  for  you? 


Doctors  know  that  heavier  people  need  more  vita¬ 
mins  than  lightweights,  because  they  have  more  body 
cells  to  nourish.  Certain  vitamins  help  convert  food 
into  energy;  again,  the  heavy  eater  needs  additional 
vitamins  to  work  on  his  food.  And  a  person  who  uses 
more  energy  requires  more  vitamins. 

Worry,  illness,  overwork,  lack  of  sleep — any  stress 
condition — indicate  a  need  for  higher  vitamin  intake. 
On  a  day  when  you  work  harder  than  usual  or  after 
insufficient  sleep,  your  vitamin  requirements  increase. 

If  you  drink  lots  of  liquids,  or  if  the  B  vitamins  are 
lost  in  perspiration,  you  need  more  vitamins. 

After  your  doctor  has  considered  all  these  points 
in  your  case,  he  probably  will  recommend  a  formula 
supplying  a  higher  potency  than  the  minimum  daily 
requirements,  "rhis  insures  you  against  any  vitamin 
deficiency,  and  an  excess  will  not  be  harmful. 


What’s  New  in  Business 

Secretaries  in  Orbit 

Monumental  Chapter,  NSA,  has  chosen  an  up-to- 
date  theme,  "The  Space  Age  Secretary,''  for  its  work¬ 
shop  on  Saturday,  March  23,  1961,  at  the  Lord  Balti¬ 
more  Hotel,  Baltimore,  Maryland.  The  conference  is 
designed  to  help  office  women  and  secretarial  stu¬ 
dents  "meet  and  understand  today's  demands  in  pro¬ 
fessional  proficiency.''  For  details,  write  to  the  work¬ 
shop  chairman,  Mrs.  Vivian  S.  Rams,  CPS,  Box  375, 
Gerst  Avenue,  Fullerton,  Maryland. 

Guides  to  Human  Relations 

A  new  book  for  executives  will  interest  office 
women,  too.  With  a  copy  of  the  Executive's  Guide  to 
Handling  People,  you  get  a  manual.  The  Art  of  Man¬ 
aging  Women  in  Business,  as  a  bonus.  The  set  can  be 
obtained  for  $4.95  from  Parker  Publishing  Company, 
70  Fifth  Avenue,  New  York  11,  New  York. 

Plastic  Carbon  Paper 

Plastisol  is  a  new  plastic  carbon  paper  that  makes 
clear  copies,  doesn't  smudge  or  curl.  The  manufac¬ 
turer  is  Columbia  Ribbon  &  Carbon  Mfg.  Co.,  Inc., 
Glen  Cove,  New  York. 


First,  your  requirements  are  different  from  any 
other  person's,  and  they  change  from  day  to  day. 
Secondly,  the  same  foods  vary  in  their  vitamin  con¬ 
tent.  Even  the  doctor  can't  evaluate  your  normal  vita¬ 
min  intake  by  a  review  of  your  diet. 

Eating  certain  foods  high  in  vitamin  or  mineral 
content  doesn't  guarantee  that  your  body  will  utilize 
all  the  essential  nutrients.  For  instance,  the  body  may 
not  be  functioning  properly  to  convert  the  food  into 
a  usable  form. 


How  to  Train  Your  Memory 

According  to  Success  Motivation  Institute,  Inc.,  no 
one  has  a  bad  memory,  but  a  person  may  have  an 
untrained  memory.  One  way  to  correct  the  situation 
is  to  use  Bill  Hayes'  self-help  record,  "Memory 
Magic.''  The  12-inch  long-playing  record  comes  with 
a  booklet  containing  the  complete  narration.  This  can 
be  ordered  for  $4.95  from  the  Institute  at  P.  O.  Box 
7614,  Waco,  Texas. 


Coordinated  Office  Furniture 

"Echelon"  is  a  new  line  of  go-together  furniture  for 
office  workers  in  any  echelon.  Desks,  cabinets,  cre- 
denzas,  typewriter  tables,  etc.,  can  be  arranged  to 
suit  the  individual's  needs.  In  white  combined  with 
red,  blue,  or  brown,  the  furniture  has  plastic  or  wood 
tops,  aluminum  legs.  An  illustrated  folder  is  available 
from  The  Globe- Wernicke  Co.,  Norwood,  Cincinnati 
12,  Ohio. 

A  Manual  of  Correct  Usage 

The  eighth  edition  of  The  Secretary's  Handbook  by 
Sarah  Augusta  Taintor  and  Kate  M.  Munro  is  off  the 
press.  This  standard  reference  covers  everything  from 
punctuation  to  complicated  documents  in  559  pages. 
To  order  a  copy,  send  $4.95  to  The  Macmillan  Com¬ 
pany,  60  Fifth  Avenue,  New  York  11,  New  York. 

The  Mailbag 

"Bells  Are  Ringing" 

My  problem  concerns  a  secretary  who  makes  no 
effort  to  answer  my  telephone  when  I  am  away  from 
my  desk.  There  should  be  no  difficulty,  since  our 
desks  are  next  to  each  other. 

I  must  leave  my  desk  at  various  times  to  take  dicta¬ 
tion  or  attend  to  business  matters.  On  many  occasions, 
while  returning  to  my  desk,  I  have  heard  my  tele¬ 
phone  ring,  but  she  sits  at  her  desk  and  tells  me  she  is 
too  busy  to  answer  it  or  makes  some  poor  excuse. 

When  she  is  away  from  her  desk,  no  matter  how 
busy  I  may  be,  I  always  answer  her  telephone  and 
take  the  message. 

How  can  I  explain  to  her  that  all  calls  are  important 
and  should  be  answered?  She  is  extremely  sensitive, 
and  I  do  not  want  to  offend  her. — C.  T. 

Common  courtesy  dictates  that  an  employee  should 
answer  a  co-worker's  phone  in  her  absence.  A  pleas¬ 
ant,  direct  request  might  do  the  trick.  When  you  leave 
your  desk,  ask  the  secretary  to  answer  your  telephone. 
Tell  her  that  you  will  appreciate  this  favor  very  much. 


If  that  doesn't  get  results,  ask  the  switchboard 
operator  to  transfer  your  calls  to  the  other  secretary's 
line,  if  you  don't  answer  after  several  rings.  (Perhaps 
your  co-worker  dislikes  having  to  get  up  from  her 
chair.)  When  this  woman's  phone  rings,  she'll  have 
to  answer  it  whether  it's  for  her  or  for  you. 

Cross-Index  Filing  for  Libraries 

I  would  appreciate  your  sending  me  a  copy  of  the 
"Bright  Filing  Ideas"  booklet.  Also,  do  you  have  a 
booklet  pertaining  to  cross-index  filing  for  libraries? 
— Willia  Cutts,  Hartselle,  Alabama. 

I'd  be  glad  to  send  you  the  booklet,  but  we  have 
no  copies  left.  You  can  get  one  by  dropping  a  note 
to  the  firm  that  published  it,  Avery  Label  Company, 
1616  South  California  Avenue,  Monrovia,  California. 

We  have  no  booklet  on  cross-index  filing,  but  the 
following  letter  suggests  a  source  for  such  material. 

Glad  to  Play  Matchmaker 

If  Miss  Goodman,  whose  letter  appeared  recently, 
will  contact  me,  I  may  be  able  to  give  her  some  ideas 
for  revising  the  filing  system  in  her  engineering 
library.  I  have  encountered  the  same  problem  in  two 
libraries  and  solved  it  with  a  simple  procedure  based 
on  professional  library  techniques. 

Incidentally,  the  Special  Library  Association,  31 
East  10th  Street,  New  York  3,  New  York,  is  an  excel¬ 
lent  source  for  information  on  all  areas  of  technical 
library  work — Ann  L.  Dine,  Syracuse,  New  York. 

Thanks  for  your  suggestion  and  your  willingness  to 
help  a  fellow  reader.  Your  letter  has  been  sent  to 
Miss  Goodman  so  that  she  can  contact  you. 

We're  always  glad  to  play  matchmaker  between  a 
reader  with  a  problem  and  one  who  has  found  a 
solution  to  it. 


Sincerely, 


Marilyn  French,  Editor 


Issuetl  3-1-61 


QUAN'HTIES  OF  THIS  BULLETIN  ARE  AVAILABLE  FOR  DISTRIBUTION  TO  YOUR  OFFICE  WOMEN, 
AT  SPECIAL  RATES.  WRITE  TO  DARTNELL  FOR  DETAILS. 


